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DBS 
DIGITAL BANKING SERVICES ADDING A USER HOW-TO GUIDE 

2. Click  “New” to add a new user.  

3. Enter the User Name, User ID, Password and Email Address.  

4. Click “Add” when finished. 

1. Hover over the Administration tab and click on “Add/Change/Remove Users.” 

CLICK TO START NEW 

CLICK TO ADD  
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5. Scroll down to Account Permissions. 

 You must assign permissions to each new user. 

 To assign a permission, check the box under the desired permission.  For 

example, to give a user the ability to view transactions, click the box below 

the “Acct Rptg” heading. (see below for permission descriptions) 

6. If allowing stop payments, additional boxes must be checked. 

x 

 Description of Permissions: 

           Acct Rptg:  Account Reporting—the user can view transactions                                                                                            

 Acct Transfer Cr:  Account Transfer Credit—a user can credit this account when making a transfer.                                                                      

 Acct Transfer Dr:  Account Transfer Debit—a user can Debit this account when making a transfer.                                                                      

 NSF Acct Tranfr:  not currently available                                                                                     

 Wire Transfer:  a user can initiate a wire transfer from this account (may not be available—contact 

 DigitalServices@FNB247.com to add this feature.)       

 Stop Pmt:  a user can request a stop payment on a check from this account.    

 ACH:  a user can initiate ACH transactions to and from this account (may not be available—contact 

 DigitalServices@FNB247.com to add this feature.)       

 Fed Tax Pmt:  not currently available         

 Recon Excpts:  not currently available 
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 b.  Set up Credit and Debit limits 

 Credit and Debit Limit:  the total daily amount of your ACH transactions.    

 Daily Approval Credit and Debit Limit:  if your ACH transactions require secondary approval, this is the 

 daily total limit to which the second party can approve.      

 Batch Credit and Debit Limit:  the limits for each batch (multiple batches can be initiated each day; these 

 batches add up to your daily limits.)         

 Batch Approval Credit and Debit limit:  if your ACH transactions require secondary approval, this is the 

 batch limit to which the second part can approve.        

7. ACH PERMISSIONS 

a. At minimum, the following ACH permissions should be selected. If you are uploading 

an ACH file, you should also choose “Send ACH File.” 

8. Forms—check the allow forms box and then check one or both request options.  

x 

x 

x 

x 

x x 

x 

x 

x x 

9. Additional Services—check the box if you would like to enable Bill Payment.  

10. Scroll to the bottom of the page and click “Add.”  

11. Repeat these steps to add additional users. 

 

 

The next page shows how to change permissions, delete a user, or change their password. 

CHOOSE IF UPLOADING 

AN ACH FILE 
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Follow the steps below to reset a password, change the permissions for a user or   

remove a user. 

12. Hover over the Administration and click on “Add/Change/Remove Users.”  

13. Select the user from the dropdown box. 

14. Enter and confirm a new password and click “Update” to reset a password.  Or... 

15. Scroll down to change the permissions for a user and click “Update” at the 

bottom. (See steps 5-10 above for additional instructions.)  Or... 

16. Click “Delete” to remove a user. 


